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EREAMBLE

This Agreemsnt made June 30, 1992, by and between the Board of Educatlon of
the Town of Westfield, County of Unlon, State of New Jersey, hereinafter
raferred to as the "Board" and the Westfleld Assoclatlon of Educational
Secretarliss, hereinafter referred to as the "Assoclatlion,”

WHEREAS, the Board and the Association have entered into negotiations In
accordance with the provisions of the Employer-Employee Relatlone Act, Chapter
123, Publlic Laws of 1974 (N.J.5.A. 34:13A-1 et seq.)

NOW, THEREFORE, it |ls agreed as follows:

ARTICLE 1
BECOGNITION

The Board does hereby recognize the Assoclatlion as the exclusive and sole
representative for collective negotiations concerning grisvances and terms and
condltions of employment for all secretaries except:

The Executive Secretary to the Superintendent of Schocls
The Executive Secretary to the Board Secretary.

Temporary Help (who work Iless than 90 days and/or are not required to
become members of PERS).

ARTICLE )}
NEGOTIATIONS OF SUCCESSOR AGREEMENT

This Agreement shall not be modifled [n whole or in part by the partles excepnt
by an instrument in writing duly executsd by both parties.

The parties agree to snhter Into collectlve negotiation over a successor
Agreement In accordance with Chapter 123, Public Laws of 1874, In a good faith
effort to reach agreement on the terms and conditlions of secretaries’
employment, Such nsgotlations shall begin in the calendar year preceding the
calendar year In which thls Agreement explires In accordance with applicable
PERC rules,

Any Agreement so negotiated shall apply to all secretaries In the bargalning
unit as dofined Iin Articie i, be reduced to writing, be signed by the Board
and the Assocliation and be adopted by the Board.

ARTICLE P11
GRIEVANCE PROCEDURE

A. Reflnitions

1. Grievance
A “grievance" is a claim by a secretary or the Assoclatlon based upon
the interpretation, appllcation, or violation of this Agreement,
pollcles or administratlive declisions affecting 2 secretary or a group
of secretartles.



2.

Agar ieved perseon
An "aggrieved person” Is the person or persons or the Assoclation
making the claim.

B. Purpose

1.

The purpose of thls procedure |s to secure, at the [owest possible
level, a resclution to the problems which may from time to time arlse
affecting the terms and condlitions of employmant of secretaries. Both
partles agree that thess proceedings wlil be kept Informal and
confidential. It is understocd by both partles that thls procedure is
not an Instrument for negotlating changes In thils Agreement or in
policies.

Brocedure

[ime limits

a. The number of days Indlicated at each leve! shall be considered as
a maximum angd svery effort should be made to expedite the process,
The tima limlts specified may, however, be extended by mutual
agreement.

bB. Fallure at any step of this procedure to communicate the declsion
on a grievance within the specifled time IImits shall be deemed a
denial of the grievance and shall permlt the aggrleved to proceed
to the next step. Failure to Initiate a grievance or failure to
appeal a grlevance declslon to the next step within the specified
time Iimits shalil be deemed to be acceptance of the decision
rendaered and a waiver of the rlight to proceed to the next step of
the grievance procedurs.

Year ond grievances

In the event a grlevance is filed at such time that it cannot be
processed through atl the steps in this grlevance procedure by the end
of the school year, and, if left unresoived untli the beginning of the
following schoo! vear, could result in frreparabie harm to a party In
interest, the time limits set forth hereln shall be reduced so that
the grievance procedure may be exhausted prior to the end of the
schoo| year or as soon thereafter as is practicable.

Leve! one - |mmediate superlor and/or principal

2. A secretary with a grievance shall, within thirty (30) workling
days of the date of tha occurrence of the event giving rise to the
grievance, or the date she obtained khowledge or could reasonably
have obtalned knowledge Of the occurrence, present the grievance
In writing and discuss it with her immediate superlor.

b. If the secretary is not satisfied with the disposlition of her
grievance at Level one (a), or if no decision has been rendered
within five (5) working days after the presentation of the
grlevancs, and the secretary and her Immedliate superior are under
the authorlity of a buliding principal, she may flle the grievance
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6.

in writing with thse principal and with the Assoclation within flve
(5) worklng days after the decision at Level one (2a), or ten (10)
working days after the grlevance was presented, whichever is
sooner .

Level two - Superintendent

If the secretary Is not satisfied with the disposition of her
grievance at Leve!l one, or |f no decislon has been rendered within
five (5) working days after the presentation of the grievance, she may
flle the griavance In writing with the Superintendent and with the
Asscclation within five (5) workling days after the decision at Level
one or ten (10) working days after the grilevance was presented,
whichaver |s sconer.

Level three — Board

If the secretary Is not satisflied with the disposition of her

gr levance at Level two, or if no decision has been rendered within ten
(10) working days after the grlevance was presented to the

super intendent, she may, within five (5) workling days after a decision
by the Superintendent or fifteen {15) workling days after the grievance
was presented to the Superintendent, whichever is sooner, reguest in
writing that the Assoclation refer her grlevance to the Board. Wlthin
ten (10) working days after recelving the written request, the
Assoclation shall refer the grievance to the Board.

kevel four = Arbitration

a. |If a grievance concerns Interpretation, appllication or violation
of the Agreement and If tha Secretary Is not satisfled with the
dispos|tion of her grlevance at Level threse, or |f no decision has
bean rendered within twenty (20) working days after the grlevance
was dellvered to the Board, she may, withln five (5) working days
after a decision by the Board or twenty-flve (23) working days
after the grlevance was delivered to the Board, whichever is
sooner, reguest In writing that the Assoclatlion submit her
grievance to arbitration. |If the Association determines that the
grievance Is meritorious, It may submit the grisvance to
arbltratlion within Tifteen (15) working days after receipt of the
request.

b. WIithin ten (10) workling days after such written notice of
submission to arbitration, the Board and the Association shall
attempt to agree upon a mutually acceptable arblitrator and shall
obtaln a commitment from said arbitrator to serve. T the parties
are unable to agree upon an arbitrator or to obtain such a2
comm|tment within the speclifled pariod, a request for a list of
arbitrators may be made to the American Arbitration Assoclation or
the Publiic Employes Relations Commission by elther party. The
partles shall then bes bound by the rules and procedures of the
Amer {can Arbltratlion Assoclatlon or the Publi¢ Employees Relation
Commission in the selection of an arbitrator,



The arbitrator so selected shall confer with the representatives
of the Board and the Assoclation and hold hearings promptly and
shall Issue his decision not later than twenty (20) days from the
date of the close of the hearings or, If oral hearlings have been
waived, than from the date the final statements and proofs on the
issues are submitted to him, The arbltrator's decision shall be
in writing and shall set forth his findings of fact, reasoning and
conclusions on the Issues submitted. The arbitrator shall be
without power or authority to make any declision which regulires the
commlission of an act prohibited by law or which Is violative of
the terms of this Agreement. The award of the arbltrator shall be
binding on the parties for grievances concerning the express terms
of this Agreemant only and advisory for all other grlevances,

In the event that arbitrability of a grievance Is at [ssue betwsen
the partles, Jurisdiction to resclve the [ssue shall rest solely
with the arbltrator selected In accordance with the provisions of
Section C (68) (b) of thls Articls,

The costs for the services of the arbitrator, including per diem
expenses, If any, and actual and nmecessary travel, subsistesnhce
expenses and the cost of the hearling room shall be borne equally
by the Board and the Associatlion. Any other expenses incurred
shall be pald by the party Incurrlng same.

Rights of Secretarles to Representation

An aggrleved person may present her written grlevance and process
it through the varlious steps of the grievance procedure by
hersalf, or, at her option, through a representative of the
Assoclatlon. Where an aggrieved persoh is not represented by the
Assoclation, a representative of the Asscclation shali have the
right to be present at every step of the grlievance procedure to
present the views of the Assoclation.

Miscel| fansous

1.

2.

Group grievance

If, in the judgment of the Assoclatlon, a grlevance affects a
group or class of secretarlies, the Assoglation may submlt such
grievance In writing to the Superintendent directly and the
processing of such grievance shall be commenced at Level two.

¥ritten decisions

All decislions shall be In writing and shall be transmitted
promptly to all parties and to the Assoclation.

Separate grievance flle

All documents, communications and records deallng with the
processing of a grievance shall ke filed In & separate grievance
file and shall not be kept In the personnei flle of any of the
particlipants.



4. Meetings and hear|nas
All meetings and hearings under this procedure shall be conducted
In private and shal! Include only the aggrieved persons, thegir
selected representatives and the reprasentatives of the
Assoclation

ARTICLE !V
SECRETARY RIGHTS

The Board undertakes and agrees that It shall not directiy or Indirectly
discourage or deprive or coerce any secretary in the enjoyment of any
rights conferred by Chapter 123, Public Laws 1974, or other laws of New
Jersay or the Constitutions of New Jersey and the United States.

B. Statutory Savings Clause
Nothing contained herein shall be construed to deny or restrict to any
secretary such rights as she may have under New Jersey School Laws or
other appllcable laws and regulations.

C. Reoulred Weetings or Hearings
Whenever any secretary Is required to appear before the Board or any
committes thersof cohcernling any matter which could adversely affect the
cont Ilnuat lon of that secretary In her office, position of employment or
the salary or any increments pertalning thersto, then she shall be given
prior written notlice of the reasons for such meetings or interview and
shall be entltied to have a representative of the Assoclation present to
advise har and represent her during such mesting or Interview.

D. aAssociation Identlification
No secretary shall be prevented from wearing pins or other Identification
of membership In the Association or Its afflllates.

E. Justi Cause
No Employee shall be discipllined or reprimanded without just cause.

F. During the flrst four months of employment, a secretary will be consldered
a probatlionary employee and may be dlischarged wlithout Just cause.
Probationary employees will recelve a written evaluation in two months and
another Just prior to the completion of the probationary perlod. Matters
cof discipline, Invelving probationary employees, will be subject to
binding arbltration in accordance with law, but In no case wlll the
arblitrator have the authority to make & probationary employee a regufar
secretary.

ABTICLE Y
ASSOCIATION RIGHTS AND PRIVILEGES

A. Information
The Beard agrees to furnish to the Assoclatlon In responge t¢ reasonable
requests from time to time all availlable public Information,



B. Beleased Time
Whenaver any representative of the Assoclatlon or any secretary
participates during working hours in negotlations or grisvance proceedings
she shal!l suffer no loss of pay.

C. Use of School Bulidings
The Assoclation and i1ts representatives shall have the right to use, for
Asscciatlon purposes, school buildings and rooms not In use for school
purposes at all rsascnable hours upon proper application made reasconably
in advance thereof.

D. LUse of School Eguipment
The Association shall have the right to use school faclilities and
agu!/pment at reascnable times when such equipment s not otherwise in use.
The Assoclation shall pay for the reasconable direct cost related to such
use. The Assoclation recognlizes that thls provisien ¢concerns Association
business only.

E. Mail Faclllties
The Association shall have the right to use the Interschool mail
faclllities as It deems necessary.

ARTICLE VI
WORK YEAR

A. Work Year

1. Ien and one-half (10 1/2) month personnel
The work year shali conslist of 207.5 work days and shall extend from
July 1 to June 30 with the exception of the first thirty (30) work
days in July-August. In the event schools will close later than June
27, the parties agree to meet not later than April 1 to determine
whether or not the final work day will be June 30 or later. |If a
later date is agreed upon, the date on which secretarlies return to
work shall be proportionately later. In the svent that ten and
one-halif (10-1/2) month personnet shali be required to work in excess
of 207.5 work days durlng the work year, sald personnel sha!t be paid
1/200 of thelir contract salary for each additional day worked, or,
alternatively, shail be aliowed compensatory time off equal to the
extra day(s) worked. The decislon as to whether said personnel witl

recelve compensatory time or extra pay wiil be made by the
Super intendent of Schocls with the recommendation of the Iimmediate
supervisor.

2. JIwelve (12) month pergonnel
The work year for secretaries emplioyed on a twelve (12) month basls
shall be July 1 to June 30 whic¢h shall Include holidays and vacation
time.

B. Helidavs

1. Secretarlies employed on a tweive (12) month basis shall have fourteen
and one-half (14-1/2) heolidays which shall Include ¢one-half {(1/2) day
prior tc the Thanksglving recess and at least two days durlng the
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Christmas recess, batween December 26 and December 31 Inclusive, to
occur at the beginning or end of the work week. A half day is dsflned
as not more than four and one-half (4 1/2) ¢consecutlve hours. In
addlition to the foregeing, such secretarles shall have an additional
“floating hollday," which may be utlllzed in the discretlon of gach
such secretary.

2. Sacretaries emplovyed on a ten and one-half (10-1/2) month basis shall
be entitled to ait the twelve (12) month secretarles’ holidays which
fall during thelr work year, plus the Christmas, Mid-Winter and Spring
racesses., Each sacretary shall have an addlitlonal “floating holiday”
which may bhe utllized In the discretlon of esach such secretary. The
Super intendent shat! consult with the Association prior to maklng
recommendations to the Boarg for the school calendar.Ten and one-half
(10 1/2) month employees shall recelve salary In leu of addltion
floating hotldays as follows:

10-14 years of experience - Two (2) days satary
15 or more years of experience - Three (3) days salary
25 or more years of sxperlence - Four (4) days sailary

Such payment shall be made by June 30th ¢f each year.

This provision wiil only apply to secretarles employed prior to
1990-91.

Yacations
Twelive (12) month employses shall be entlitled to the folliowing vacation

wlth full salary:

At the end of June of the first work year — .816 days per full month
of sarvice.

At the end of June of the first fuli work year through fourth work
year - 11 days

At the end of June of the fifth through tenth work year - 17 days
At the end of June of the eleventh work year and thereafter - 23 days

For the purposes of this Section, “work year" shall be deemed to mean the
period from July 1 through June 30 of the next year. The business offlce,
super intendent’'s office, personnel offlice, slementary coordinator’s
office, office of Instruction, and speclal services’' office may take
vacations when school is In sesslon. Prior approval of the immedlate
supervigor is requlred. All other 12-month employees may take no more
than ten (10) days when school Is In sesslon provided the approval of the
Immedlats supervisor, In such suparviscor’'s sole discretion, is filrst
obtained.

1nclement Weather
Secretaries shall not report for work when school [sg c¢losed because of
Inctement weather.



Workday

1. Durling the normal school year, the workday of alt fuli-time
secretaries on a 10-1/2 month basis shall bsegin at 8:00 a.m, and shall
end at 4:00 p.m. unless changed by directiva.

2. During the normal school yesar the workday of all full-time sscretarles
on a 12-month basis shalil conslst of not more than eight hours.

3. Secretaries employed on a part-time basis shall have a workday as
mutually agreed to by themselves and thelr supervisor.

4. When scheool is not In sesslon, the workday of afl full-time
secretaries shall begin at 8:00 a.m. and shall end &t 3:00 p.m. wlth
one hour off for iunch for a total of slx working hours a day, except
at the following times when the schedule shall be 8:00 a.m., to
4:00 p.m.:

a. The first slx (6) workdays prlor to the opening of schogl.
b. From tha last day of school through June 30.

Lunch Period

The workday of all full-time secretaries shall Include a one-hour
duty-free lunch pertod which Is not to count toward computation for
overtime In "D" below.

Break Periods

Except In cases of emergency, all full-time secretarles shafil be entitied
to two 15-minute break perlodg, one in the morning and one In the
afternoon.

Overtime

Any time worked bevond that provided by Sections A, B, and € above shall
be overtime, which shall be compensated at the regular rate up to and
including 40 hours in any one work week and at one and one-half (1-1/2)
reguiar time rates for work in excess of forty (40) hours. Secretaries
may elect to take compensatory time off &qual to ths overtime worked.
Compansatory time shall ba scheduied when mutually convenient.

ARTICLE VYI)t)
SALARIES

Satary Guide

The salary of each secretary covered by the Agreement Is set forth In
Schedule A and Schedule B which are attached hereto and made a part
hereof .

Method of Payment

12 month secretaries wlll be paid in 24 semimonthly Installments beginning
with the July 1 pay perlod.



10 1/2 month secretaries wili be paid In 24 semimonthly Instaliments
beginning with the August 16 pay perlod. The flrst payment at the new
salary will be on August 31.

C. Exceptions
When a payday faiis on or during a school holiday, school vacation or
weekend, sacretaries shall raceive their pay checks on thelr iast previous
working day.

D. Procedure for Withholding an increment
The Board may withhold inecrements for |nefflciency or other just cause
related to the performance of dutles, and only In accordance wlith the

following:

1.

The immediate superior and/or the principal shall not forward any
recommendation to withhold a secretary’s increment through the

Super Intandent to the Beoard unless, at [east nlnety (90) calendar days
prlor thereto, and In no case ftater than April 1 of the preceding year
In which such actlion would take effect, the Immediate superlor and/or
principal has glven to the secretary agalnst whom the recommendation
shatl be made, written notice of the alleged cause(s) for the
recommendation, specifying the nature thereof with such particulars as
to furnish the secretary an opportunity to correct and overcome the
same.

Once a recommendation is forwarded to the secretary and the Board, the
sacratary may within ten (10) workling days flle a grievance commencling
at the Superintendent’s Leve!. No action shall be taken on the
recommendation until the grlavance ls heard ac¢cording to the grievance
procedure as set forth heretofore in ARTICLE il of this Agreement.

Any Increment withheld under this provision shall be restored the
following year unless the procedures set forth in this provislion are
followed once again, in which case the Increment or increments
previously withheld and any additlional in¢rements which may be due may
be withhald,

E. Beclass|fication

The Superintendent of Schools has the sole responsibillty for
racommendIng secretarlal reclassiflication to the Board of Education.
Requests for reclassification may be made to the SuperIntendent by the
WAES, individual secretaries or administrators.

During the length of thls contract, an advisory committee comprised of
two members ¢of the WAES and the Assistant Superintendent for Business
shall meet after February 1 of each contract year, when requssted by
the Supserintendent. This committee wiil be {imited to reviewling
reclassification requestis submitied to It by the Super!ntendsnt. The
commlittee’s review will be advisory and not binding.

The Superintendent will provide to the WAES a ilst of all secretarles
seeking reclassiflcation prior to the first meeting of the advisory
comm|Ittee with the Asslistant Superintendent for Busliness/Board
Secretary.



The review of reclassification requests will include:
1. eonslderation of the job description

2. analysis of actual dutles parformed different from or more
extenslve than those |lsted In the job descriptlion

3. compariscon of both (1) and (2) with other positions in the same
classificatlon and the requested classification

4., the recommendation of the supervisor to whom the secretary
requesting reclassiflication reports,

Requests for reclassiflcation must be submitted by February 1 of the
Contract preceding the Contract year in which the reclassiflication, if
approved by the Board, would be sffective.

If any of these requests are approved by the Board, the
reclassiflcation shail be effective on July 1 of that ysar.

Any secretarial position that has been reciasslifled after July 1, 1992
may not be reconsidered for reclassiflicatlion for three years.

A secretarlal poslition that has been denled reclassificatlon, will pot
be reconslidered for reclassification In the following year.

ARTICLE X
JRANSFERS AND REASSIGNMENTS

A. Notification of Vacanclies
All secretarial vacancles and/or new secretarfal posltions arising within
the system shall be posted to all present personnel before sesking cutside
candidates. Secretaries who desire to apply for such vacancies shall
submit their appilcation in writing to the personnel office. Such posting
shall ingiude Jjob title, description and/or Ilst of responsibilities,
skills required and salary classiflcation.

B. Reasslgnment - Voluntary
In the determination of requests for voluntary reassignmsent and/or
transfer, the wishes of the Indlvidual secrstary shall be honored to the
extent that the transfer does not confliict with the bast Interests of the
school system.

C. RBeassignment - involuntary
An invoiuntary transfer or reassignment shall be made only after a meeting
betwsen the secrsatary invelived and the supervisor at which time the
secretary shall be notifled of the reason therepof. In the event that a
secretary objects to the transfer or reassignment at this meeting, upon
the request of the secretary the Superintendent or his/her designee shall
meet wlith her. The secretary may, at her option, have an Assoclatlon
representative present at such meeting.

10



c.

ARTICLE X
EMPLOYEES® ABSENCES

Each empioyee, when absent from his or her poslition for any reason
whatsoever, shall give Immediate notlice to his or her Principal or
Supervisor, stating the reason for the absence and its probable duration.

In the case of serlous |liness or a prolonged absence, |t willi be
necessary for the smplovee, upon reguest, to be examined by the Board of
Education medical examiner prior to his/her return to work., Before goling
to the Board of Education medical examiner, one must have a notsa from an
attending physician certifying that he/she Is physically capable of
resuming his/her duties. The employee must take this with him/her at the
time of the appointment.

Slck Leave
1. Definition
a, Sick ieave Is defined as an samployee's absence from her post of
duty because of her disablIlity due to personal |llness or Injury.
2. E£ick Leave

a, Each employee shall be entlitled to fifteen (15) days slck leave
per year,

b. A full ysar's allowance shal! go Into effect July 1 of each year.
A new employee who commences work after July 1 shall be entitled
to a2 full year’'s allowsnce as determined in paragraph C, 2, a
above.

c. When any employse uses In any year of the term of the Agreement
less than the number of days per permitted, days not utilized
shall be cumulative to be avallable to be used for sick feave in
subsequent vears, except that no person shall be allowed to
Increase her total accumulation by more than fifteen (15} days in
any ohe year.

d. Sick days actually used reduce the fifteen (15) days avallable for
acceumlation.

&, All days allotted for the current ysar shall be used before any
accumulated sick I|save is used,

Ratlrement Stipend

Each employee who has retired (and not merely vested) under the Public
Employees’ Retirement System after fIfteen (15} or more years of servige
in tha Westfield School Digtriet and whe s, as of such retirement,
entltled to begin collecting benefits from the Publlc Employees’
Retlrement System, shal! receive an amount egqual to her/his number of
unused accumulated sick leave days times forty-flive ($45.00) dolliars, such
payment to be made within a reasonable period of time after such

11



retirement; provided, however, that the maximum amount payable to a
Secretary under this provislon shall be four thousand dollars ($4,500).
If a secratary dles prior to retirement her/his sstate shall recelve the
moneys provided herein as If the secretary had retired.

Iemporary Leaves

1.

Absence wlthout salary deduction or charge against sick leave may be
authorized by the Superintendent as fol lows:

a. For absence occasioned bscause an empioyee s quarantined for the
s[¢ckness of another.,

t. For absence cccasloned by an accident on the Job.

2. Absence upon the speclfic approval of the Superintendent wlthout
salary deductlon or charge agalnst sick leave Is authorized as
follows:

a. Up to six (6) days during each work year for the absence
occasloned by the death of a parent, husband, wife, son, daughter,
brother, sister, mother-in-law, father-in-law or member of the
employae’'s [mmedlate household.

b. Up to three (3) days during each work year for absence occasloned
by death of each grandchlld, son—-in-|aw, daughter-In-law or
grandparent.

¢. Up to one (1) day during sach work year for absence ogcasiched by
death of each aunt, uncle, brother-in-law or sister-in-law.

d. Up to an aggregate of four (4) days during each work year for
absence occasioned by the serious llilness of any one or more of
the followlng: husband, wife, son, daughter, father, mother,
brother, sister, grandparent, father-in-law, mother-in-faw or
Immedlate member of the employee’s Immedlate household.

a. Absence wlthout salary deduction or charge againgt sick leave
may, In the discretion of the Superintendent and with his/her
approval, be authorized for reasons of psrsonal emergency other
than the reasons set forth in Sections 1 and 2 above. A perscnal
emergency Is defined as an unavoldable sltuation Involving absence
dur lng work hours which cannot be avolded without substantlal
hardship.

A, Written application should be made through the Princlpal or Supervisor
for approval of absence under this sectlion, either in advance or
within 48 hours after return to duty.

dury Duty

in the event that an smployee Is summoned for Jury duty during the school
year, the empioyee shall be requlired to file an application for a

postponement. |f the employees’' application for postponement |Is denled,
the Board shall pay her salary in Tull for the days absent for Jury duty.

12



Maternliy

Maternity leaves without pay shall be granted to pregnant secretarles
upon request. Such request shall Ingiude the beginning date of the
leave and sha!l specify the anticipated terminatlion date of the |eave.

The secretary shall begin her leave without pay on the date speclified
in her request, or, if her physical conditicon ls In gquestion, then her
leave shall bagln when gshe is no longer able to produce a
certification from her physic¢lan that she Is medically able to

cont inue to perform her job dutles.

The |eave withoul pay shall terminate on the date specified In her
request unless the secretary regquests an extension whereupon the [eave
may, In the discretlon of the Board, be extended for an additional
specific period of time for reasons assocliated with the pregnancy,
birth or for other related causes, if, at tha termination of such a
leave, the Board questlions the secretary’'s physical condlition or
capacity to resume performing her former Job duties, then the
secratary shall produce a certification from her physlician as to her
capacity to resume her job duties.

The Board shall not ba reqgulrsd to extend any maternity leave of
absence of nontenured secretaries beyond the end of the contract vear
in which the leave is obtalned.

If there Is any dlisagreement between the secretary’'s physictan and the
Board’'s physliclan over the physical condlition of the secretary
requesting maternity ieave under the provislions of paragraphs 2 and 3
above, then the two physicians shall agree In good falth on a third
impartial physlcian who shall! saxamlne the secretary and whose medical
oplnien shall be conclusive and binding on the issue of the
secretary’s medica! capaclty to contlinue to perform her Job dutles or
to resume such job dutles.

Any secretary adopting 2 chiid shail be entitied to a leave simliar to
that provided In paragraphs one, two and three above, which leave
shall commence upon the secretary’s receliving de facto custody of sald
chitd, or earller if necaessary to fulfill the regquirements for the
gdoption.

For any period of dlsabllity caused or contributed to by a secretary’'s
pragnancy and/or child blrth, the secretary may elect to use her
accumulated sick leave, !f any, and shall recelve, during any such
perliod, full pay and benefits, The pesriod of disabillty caused or
contributed to by pregnancy and chlldbirth shall be deemed to commence
one (1) month prior to the antlcipated delivery date and terminate one
(1) month after the actuatl dellvery, or for such longer or shorter
perlod that the secretary’s physiclian certifies that she is unable to
perform her job dutles. In the event of any disagreement between the
secretary’s physiclan and the Board’'s physician as to the secretary’s
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abllity to continue or to resume her job duties, such disagreement
shall be resolved pursuant to paragraph 5§ above.

lllness In Famliy

A leave of absence wlithout pay of up to one (1) year shall be granted for
the purpose of caring for a sick member of the secretary’s immediate
family. Additional ieave may be granted at the discretion of the Board.

ARTICLE X1l
INSURANCE PROTECT ION

Eull Heatth Care Coverjge

The Board shall pay the full premium for each secretary and, In cases
where approprlate, for family plan insurance coverage from Connectlcut
General. In addition, the Board shail pay the full premium for each
secretary and, In cases where approprlate, for family plan coverage for
such bas|c dental coverage and Riders as are provided In the Agreement
between the Board and the Westfleld Educatlon Assoclation.

Major Medical Rider

The Board shall pay for all Employees for elither single or famlly coverage
as may be approprlate, the full premium for the major medical rider

cover Ing catastrophic events., Effective January 1, 1982, the major
medical deductible will be $200 per Individual and $400 per family,

Prescription Plan

The Board shall pay for all Employees, for either single or family
coverage as may be approprliate, the full premlum for the Connsctlcut
General prescription plan as provided In the Agreement between the Board
and the Westfleld Educatlon Assoclatlion. Effective September 1, 1991,
there wilil be a four dollars (%$4) copayment for nongenerl¢ prescriptions
and a copay of two deollars ($2) for generic prescriptions. Beginning
Septembar 1, 1992, the copay will be six dollars ($6) for nongenerlc
prescriptions and three dollars ($3) for generlic prescriptlions.

Coverage Afiter Retirement (Dental and Prascription)

The Board agrees to permit each Employee, who has retlred from the
westfield Public Schools under the provisions of the Publilic Employee’'s
Ret lrement System and is entitled t¢o recelive pension payments thereunder,
to continue his/her particlipation In the dental and prescription programs
which are the subject of this Article and which are In effect as of the
time of the Employee’'s retirement from the Westfleld Public Schools., in
order for an Employse to be s0 eligible to continue participation In said
dental and prescription programs after the Employee‘s retirement, the
Employes must have retired after ten (10) or more years of service In the
Westfleid Public Schools and must, within thirty (30) calendar days of
retirement from the Westfleld Public Schools, submit to the Beard a
request In writing for continued participation in sald dental and
prescription programs. Each retired Emplioyee who participates in the
dental and prescription programs which are the subject of thls Article
shall pay the cost for his or her participation, such payment to be made
by monthly instaliments paid In advance. Eligibility for participation In
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sald dental and prescription programs shall ceasé immediately upon the
attainment by the retired Employee of aliglibillty to particlpate In
Medicare or upon the Employee’s death.

Any secretary who has rstired (and not merely vested) under PERS after 25
or more years of service In the Westfield School Dlstrict and who Is as of
such retlirement entitled to begin collecting beneflits from the PERS shall
be entitled to continus im the hospitalization, surglcal and major medical
ptan{s) contracted by the Becard of Educatlon at Board expense. Upon
achleving Medicare eligibillity, Medicare will become the primary coverage
and the employee w|l| raceive relmbursemsnt for Medicare Part B as wel| as
continuing In the district Connecticut Generz| Hospital, Surgical and
Major Medical programs. Dependents of the retired employes will also be
covared at Board sxpense until the retiree’s death, after which they may
retain coverage at thelr expense.

Any retired sacretary will be glven the opportunity to join the district’'s
hospital/medical surgical and major medical programs at the time of
retirement. The employes must actually retire, not merely vast and notify
the Board within 30 calendar days of their Intent to participate in the
Insurance programs. The retires willl be required to pay the cost of the
insurance for herssif/himsel(f and dependents.

Eguivalency Covergge

Notwithstanding the provislons of Sections A, B and C, the Board and the
Assoclatlion agree that, In the svent that the Board or ths Associatlcon
desires to replace the Insurance described In Sectlons A, B and C, the
Board may do so upon the following conditions:

1. Under no circumstances may the Insurance described In Sections A, B
and C be reduced In any way below the coverage provided for.

2. There shall be no break or discontinuance in insurance coverage under
Saections A, B and C.

3. Any other provider of the Insurance described in Sectlons A, B and C
must provide insurance that is generally acceptable to hospitals (and
to doctors, dentists and pharmacies, [f applicablie) In the area of
Westfleld, New Jersey,

4. Any other provider of the insurance described in Sectiocns A, B and C
must have a reputation for maklng payments within a reasonable amount
of time,

5. Elther party shall have the right to reject the seiection of a new
insurance provider for any of the reasons set forth In subsections 1
through 4 above. Such rejection, If It oceurs, may be submitted to
arbitratlioen under the terms of this Agreement.
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ABTICLE XII}
REDUCTION FROM SALARY

A. Agsociation Payrol! Dues Dedyction

1. The Board agrees to deduct from the salarles of its secretaries dues
for the Westfleld Assoclatlion of Educatlonal Secretariss, the Union
County Educatlon Assocliation, the New Jersey Educatlon Assoclatlon and
the National Education Assoclation or any ons or any comblnation of
such Assocliations as sald secretaries individually and voiuntarily
authorlze the Board to deduct. 5Such deductions shall be made In
complliance with Chapter 233, New Jersey Public Laws of 1962 (NJSA
§2:14-15 Q¢) and under rules established by the State Department of
Educatlon. §Sald monfes together with current records of any
corrections shal| be transmitted to such person as may from time to
time be designated by the Westfleld Asscociatlon of Educational
Secretaries by the 15th of each month following the monthly pay period
in which deductions were made. The person designated shall disburse
such monies to the appropriate assoclation or assoclations.

2. Each of the assoclations named above shall certify to the Board, in
writing, the current rate of fts membershlp dues. Any association
which shall change the rate of Its membershlp dues shall glve the
Board written notice prlor to the effective date of such change.

B. Services
The Board agrees to deduct from the salary of any secretary and to forward

such monay as any secretary authorlzes the Board to deduct and to transmit
to the Union County Teachers’ Fedsral Credit Union, for the purchase of
one or more tax-sheltered annulty plans which have been approved by the
Board for deductlon, or for the purchase of Washington Natlonal 1ncome
Protection imsurance. Any secretary may have such deductions dliscontinued
in accordance wlth the procedure of sald agency.

ABTICLE X1V
EACILITIES

The primary work areas of all secretaries shall be alr-condlitioned unless the
physical make-up of the area makes air conditioning impractical.

If air condltioning is impractical, then adequate ventllatlon will be
provided.

ABTICLE XV

EMPLOYMENT
sSubstituies

When 2 secretary |s absant she shall notlfy the Substitute Call Service of her
absence. The secratary shall have no further responsibility In acquiring a
substituted If one is needed.
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ARTICLE XV] C e
TRAVEL AND CONFERENCE EXPENSES e

Parsonne| under this classiflcation may apply for relmbursement/hp to

fifty percent (50%) of total traveling expenses when attending ﬁducational
secretary conventlons as program participants or offlicers. This reguires
approval of ths superviser or princlpal and the Superintendentof Schools.

|
The Board of Education agress to pay the registration fee for rembers of
the Assoclation who attend, with the approval of their immediat
supervisors and/or principals, any workshops or conferences relative to
thelr positions, axcluding the New Jersey Educatlen Assoclatlonk
Convention, at a total aggregate cost for all members of the Asspclation
not to exceed $1,000.00 each ysar. A substltute will be provided if
necessary. 1

The Board agrees to pay up to a maxIimum of $200.00 per ysear (andJln no

avent greatsr than the actual cost of any approved course or coudses) to
any secretary who shall have incurred tultion expenses for courﬁzs taken
for professional improvement, for which she shall have racelved prior
written approval by the Superintendent and for which evidence qf the cost
thereof and of successful complietlion is submitted to the Superintendent.
Any secretary can accumulate grants for a perlod of three (3) years up to
a max Imum of $600.00.

Any secretary traveling in a car on school buginess may submit a voucher
for mlleage at the Internal Revenue Service rate per mlle.

ARTICLE XV]|
MISCELLANEQUS PROV]SIONS

If any provision of this Agreement or any azppllication of this Agreement to
any employee or group of employees is held to be contrary to taw, then
such provislon or application shall not be deemed valld and subsisting,
except to the extent permitted by law, but all othsr provisions or
appllcations shall continue In full force and effect.

Any Individual contract between the Board and an indlvidual secretary who
Is a msmber of the unlt, heretofore or hareafter executed, shall be
subject to and consistent with the terms and conditions of this Agreement.
If an indlvidual contract contains any provislons, Inconsistant with this
Agreement, this Agreement, during fts duration, shall be controlling.

Coplas of this Agreement shall be reproduced within sixty (60) days after
the Agreement is signed, the cost to be borne equally by the Board of
Education and the Westfield Assoclatlion of Educational Secretaries.

Whenever used in this Agreement, the masculine gender shall Include the
feminine gender, and the feminine gender shall Include the masculine,

Effective Septembar 1981, membars of the WAES wiil be entitied to enroll
their chiidren in the Westfield Public Schools at no tultion charge. The
Board retains the right to assign nonresident chlldren to a school
bullding and/or cliasses in such a manner that the assignment wil{ not
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regulres hiring addlticnal staff. This provisions wlll not regulire the
Board to assume responsibility for out-of-district tultlion piacements for
speclal sducation purposes.

ARTICLE XVI]1
REPRESENTATION FEE

A. Purposs of Fee
IT an Empioyee does not become & member of the Assoclation durlng any
membership year (i.e., from Septembar 1 to the following August 31) which
Is covered In whole or In part by this Agreement, said Employee will be
required to pay a reprasentation fee to the Association for that
membership year to offset the costs of services randered by the
Assoclation as majorlty representative.

B. Amount of Fee
Pricr to the beginning of esach membership year, the Assoclation will
notify the Board In writing of the aggregate amount of the regular
membership dues, inltlation fees and assessments charged by the
Association to sach of Its own members for that membership year. The
reprasentation fee to be paid by sach nonmember will be equal to eighty-
five (85%) percent of said aggregate amount.

C. Deductlon and Transmission of Fee
The Board agrees to deduct from the safary of any Employee who is not a
member of the Assoclation for the current membership year the full amount
of the representation fee referred to In Section B above and promptly will
transmit the installments so deducted to the Assoclatlon.
The Board agrees to deduct the representation fes In asgual Instaliments,
as nearly as posslible, from the paychecks paid to each Employee during the
remalnder of the membership year in guestion. The deductions wlll begin
thirty (30) days after the Employee begins his or her employment In a
bargalning unlt position.

0. Jermination of Empiovment
If an Employes who Is required to pay a representation fee terminates hls
or her employment with the Board before the Assoclatlon has received the
full amount of the representation fee to which It is entitled under this
Article, the Board wll] deduct the unpaid portion of the fee from the last
paycheck pald to sald Employse during the membership year in guestion and
prompt |y forward sama to the Assocliation,

E. _Mechanics
Except as otherwise provided In this Article, the mechanics for the
deduction of representation fees and the transmisslion of such fees to the
Association will, as nearliy as possible, be the same as those used for the
deduction and transmisslon of reguiar membership dues to the Associatlon,

F. Demand and Return System

The Association shall davelop a2 demand and return system consistent with
Chapter 477, P.L. 1879.
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ARTICLE XIX
EYALUAT |ION PROCEDURE
1. All Secretarias wilt be provided with a minimum of gne (1) written
avaluation per year to coinclde with the present svaluation timeline which

is submitted to the Superintendent by February 15 of the year. Sald
evaluatlion shail be prepared by the sscretary’s immediate supervisor.

2. There will be a2 conference between the supervisor and sscretary after the
evaluation has been written and submitted to the secretary, which
conference will be held not sooner than two (2) days after the recelpt by
the secretary of the written svaluation.

3. The signing of the written evaluation shoutld occur within two (2) working
days of the review confarence.

4. The secretary should have the right to submit his/her response wlithin ten
(10) days of the signing.

5. The supervisor shatl submlit to the staff member an evaluation of his/her
Job performance that includes areas of strength, areas of neaded
improvement and suggested methods or means by which that staff member can
improve.

6. All secretarles shall have the right, upon reasonable advance notlice to
the immedlate supervisor to inspect the contents of his/her personnel
file. In connectlon with any such Inspection, the secretary shall have
the right t¢ be accompanlied by an Assoclatlon Representat!ive of his/her
choosing [f so deslired.

ARTICLE XX
NOND I SCREMINAT |ON

The Board agrees that there shall be no discrimipation, and that all
practices, procedures and pollicies of the school system shall clearly

exempl ify that there is no discrimlination in the hiring, training, asslgnment,
promotion, transfer, disciplline, salary, hours or terms and conditlons of
employment ¢of employees or In the appllication or adminlstration of thls
Agreement, on the basis of race, creed, cclor, religion, national origin, sex,
domi¢lie, age, marital status, economic status or handicap.

ABTICLE XX|
RUBATIQN. OF AGREEMENT

A. Duration Parfod
This Agreement shall be effective as of July 1, 1992, and shall contlnue
in effect until June 30, 1994. This Agresment shall not be extended
orally, and |1t Is expressly understood that it shall expire on the date
Iindlcated, unless [t is extended In writing.

B. gStatus of incorporation
In witness hereof, the partles hereto have caused this Agreement to be
signed by thelr respective presidents and attested by thelr respective
secretaries, all on the day and year first above written.
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WESTFIELD ASSOCIATION OF EDUCATIONAL SECRETARIES
Salary Gulide - 1992-1993

step*  12-11  12=111  12-jy = 12-¥ = 12-¥l 10.5=11} 10.5-1V

1 17,000 18,000 18,000 20,000 21,000 15,340 16,584
e 17,500 18,500 19,500 20,500 21,700 15,840 17,162
3 17,900 18,000 20,000 21,300 22,500 16,300 17,837
4 18,800 19,600 20,800 22,100 23,500 16,800 18,500
§ 19,300 20,300 21,700 23,000 24,600 17,425 18,300
-] 20,211 21,000 22,700 24,000 26,200 18,129 20,200
7 21,950 23,525 24,486 26,600 29,500 20,875 22,000
8 23,899 25,725 27,104 28,899 31,180 23,000 23,900
9 28,0867 28,100 29,554 31,400 33,904 24,878 26,000
A 27,436 29,288 31,107 32,655 35,591 26,185 27,282

$750 longevity Incrgase for secretarlies with 12 years of service In Westfield but
less than 18 years of service in Westfield.

$1,050 Iongevity In¢rease for secretaries with 18 years of service in Westflield but
less than 23 years of service In Westfield.

$1,250 longevity Increase for secretaries with 23 or more years of service In
Westfield.

Blacement on the Guide

A secretary new to the Westfield School District shal! be placed on the initlal
step of the salary gulde, except in those cases wherein the Superintendent
recommands a placement at a higher step, provided, however that no new secretary In
the district will be placed higher than Step 6. |If no secretary from within the
district applies for the positlon, the Board shall be able to place a new sacretary
at Step 7. Upon reguest, the Assocliation shalil be supplied satisfactory proof that
a hew employes has equivalent experlence to emplioyees who are or could be on the
same step of the salary guide.
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WESTFIELD ASSOCIATION OF EDUCATIONAL SECRETARIES
Safary Guide -~ 19931994

siep 12-11 12=iLl 12=1¥ 12-¥ 12-vi 10.8-0{] 10, . 5-1V

1 17,600 18,600 19,600 20,600 21,800 16,000 17,000
2 18,100 19,100 20,100 21,100 22,100 16,500 17.500
3 18,700 19,700 20,700 21,700 22,600 17,000 18,000
4 19,035 20,035 21,185 22,185 23,085 17,485 18,485
S 20,085 20,835 22,085 22,885 23,085 18,385 18,285
6 20,435 21,785 22,839 23,885 25,119 19,235 20,235
7 21,835 23,275 24,235 26,485 27,048 20,885 21,772
8 23,884 25,710 26,785 28,584 31,165 23,035 23,835
9 26,292 28,011 28,539 31,084 33,889 24,663 26,035
A 26,985 28,383 30,285 32,620 33,985 25,085 27,305
B 28,887 30,666 32,352 33,940 36,885 27,430 28,527

$750 longevity Increass for secretarles wlth 12 years of service in Westfield but
tess than 18 years of service In Westfield.

$1,050 longevity increase for secretarles with 18 years of service in Westfleid but
less than 23 years of service In Westfleld.

$1,250 longevIty increase for secretaries with 23 or more vears of servics in
Wastfield.

Placement on the Guide
A secretary new to the Westfield School District shall be placed on the Inltlal

step of the salary gulde, except in thoss cases whereln the Superintendent
regzommends a placement at a higher step, provided, howsvar that no new secretary In
the district will be placed higher than Step 6. |f no secretary from within the
district applies for the position, the Board shali be able to place a new secretary
at Step 7. Upon request, the Association shall be supplisd satisfactory proof that
a new employee has equivalent experience to employees who are or could be on the
same step of the salary guide.
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